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Lesson Scenario 
 

In this lesson, you will learn how to use Query Viewer to run predefined reports in 

HIP Time and Leave. 
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Click the NavBar icon. 
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Click the Navigation icon. 
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Click the Reporting Tools link.  

 



Query Viewer 
  

 

April, 2020 – Version 1                                                       Page 5 

 

 

   

Click the Query link.  
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Click the Query Viewer. 

Click the Query Viewer 
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Type “HIP”, then press “Tab” 

 

Query Viewer enables you to run standard or predefined reports in HIP Time 

and Leave. 

Start by searching for the query by name.  The list of queries returned may be 

different based on the security role you are assigned, a list of queries is available 

at https://ags.hawaii.gov/hip/tl-reports-and-queries/ 

 

 

 

Type “HIP”, then press “Tab” 
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Click the Search button. 

 

 

Click the Search button 



Query Viewer 
  

 

April, 2020 – Version 1                                                       Page 9 

 

   

To view the results of the reports, choose one of the following formats to run the 
query: 

  

 Run to HTML 

 Run to Excel 

 Run to XML 
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Click the “Excel” link.  

 

Click the “Excel” link. 
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The download box appears to enable you to open or save the query results.  

 

Click the ‘Open’ button.  
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Click the ’X’ to close the Excel page. 
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Note:  Based on the browser you may receive a ‘pop-up’ blocker.  Click the 
‘Allow once’ to allow the report to run to your desktop.  
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Congratulations! 

You’ve successfully completed this lesson.  

 

End 

 


